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Benefits Annual Enrollment

Behind the Green Button: The Benefits Login Screen

After You Click “Login”
First, enter your Access Id. Then, click “Continue.”

From the previous slide, this is the screen you see after clicking “Login.”
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OR

Option 1: You Remember Your Password
 Simply enter your password in the empty box 

and click “enter.”

Option 2: You DO NOT Remember Your Password
 Click “Forgot your password?”
 Let’s take a closer look at what happens when 

you click this button on the next slide…

You Have Two Options

Whether or you have an email on file in Edison or not, you will receive this message indicating that a 
temporary password has been sent to your email address.

After You Click “Forgot Your Password?”

If You Do Have an Email on File:

1. Search your inbox for the email 
subject “Edison Identity and 
Access One-Time Password.”

2. Enter the temporary 
password from that email in 
the empty box.

If You DO NOT Have an Email on File:

1. Please call the Edison Help 
Desk at 615-741-HELP.

OR
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Selecting a New Password

New Password

Confirm New Password

click to enter

click to enter

New Password

Confirm New Password

click to enter

click to enter

Enter your password twice – once in the “New Password” box and once in the “Confirm New Password” box.
Once typing in both prompts, click “enter” ONCE.

After doing so, you will be taken to the Edison Home Screen. 

Benefits Annual Enrollment

Behind the Green Button: The Benefits Login Screen
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From the previous slide, this is the screen you see after clicking “Retrieve Access ID.”

After You Click “Retrieve Access ID”

1. Enter First Name, Last Name, Birth 
Date, and Zip Code into the boxes.

2. Your Access ID will display like this:

Benefits Annual Enrollment

Behind the Green Button: The Benefits Login Screen
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After You Click “First Time Login”

First, enter Last Name, Edison Employee ID, Birth 
Date, and the Last Four Digits of your SSN. After clicking “Submit,” your 

Edison Account will be created. 

On the next screen, make note of 
your Access ID and enter the 
password you wish to use. 

Last, return to “Login” and 
enter your newly acquired Edison 
Access ID and created password. 

From the previous slide, this is the screen you see after clicking “First Time Login.”

Benefits Annual Enrollment

Behind the Green Button: The Benefits Login Screen
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From the previous slide, this is the screen you see after clicking “Help Resetting Password.”

After You Click “Help Resetting Password”
You will be directed to our helpful video on Youtube with instructions on how to reset your password.

New Acceptable Use Policy (AUP)

After reading, check the box that indicates you have read and agree. Click the “I agree” button.

All users must agree to the Acceptable Use Policy after logging in if they haven’t logged in recently. 
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Benefits Annual Enrollment
The Edison team is making a few changes that we believe will make the system easier to navigate 
for both ABCs and the employees of each agency.

Easy as …

1 2 3

Always Click
Submit!

15

16



8/24/2020

9

User Experience
 The Edison Home Page may look different on a computer than it does on a mobile device.

 When you log in, the system will know what type of device you are on and it will optimize the home 
page based on your device.

 For this presentation, we will review what the screens will look like from a desktop view.

How to Enroll in Edison (Computer)
After logging into Edison, you will 

see something like this page. 
Click on 

“Employee WorkCenter”
Click on

Self Service.
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How to Enroll in Edison (Computer)
Now, click on Benefits Enrollment.

How to Enroll in Edison (Computer)
After selecting Benefits Enrollment, this is what you will see. 
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How to Enroll in Edison (Computer)

Read the welcome message.

Read and agree to the CDHP and 
FSA Acknowledgments, if applicable.

Select the Annual Enrollment button.

Clickable Tiles

*

Note: Only State employees will 
see the FSA acknowledgement.

*

The Medical Tile
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The Medical Tile – After Clicking

Always read the text at 
the top very carefully!

CDHP/HSA Screen – State Only
On this screen, if you are enrolled in a CDHP plan, you can select the plan for an HSA you wish to enroll in, 
as well as your annual pledge amount. 

 Note: Only Central 
State employees 
will have this 
screen.

 Remember to click 
“Done.”

 Reminder: Optum 
will be the HSA 
vendor in 2021. 
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Reminder about Clicking Done
You need to click “Done” after each section to return to the main enrollment page.

The Dental Tile
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The Dental Tile – After Clicking

Back to the Main Enrollment Page
Now, let’s click the Vision Tile.  
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The Vision Tile

The Vision Tile – After Clicking
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After Enrollment Choices are Made

You MUST click the “Submit” button!

Upload Dependent Documentation Screen
If applicable, you will be taken to this screen to upload the required Dependent Verification.

 This box will show 
you what 
documents are 
acceptable forms 
of Verification. 

After uploading, you will be taken to the Confirmation Screen. Let’s take a look …
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Confirmation Statement
There are two ways to view your Confirmation Statement.

1. Online – by clicking “Expand All”
2. Print – by clicking “Print View” 

Confirmation Statement – Online View
Let’s first look at the Online View.
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Confirmation Statement – Online View
If you click “Election Summary,” the bottom box is what you will see.

Tip: You can click “Expand All” to 
see all of the details about each 
category.

Confirmation Statement – Print View
Now, let’s look at the “Print View” of the Confirmation Statement.
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Confirmation Statement – Print View
 Here is a copy of what the Print View looks like.

 It will generate a PDF copy that you can 
download or print.

 The final version will be available once Benefits 
Administration has finalized the enrollment 
choices.

 The statement will list all information for 
dependents and beneficiaries.

Employee’s Name

In Conclusion
 There are ways to reset your password on 

Edison for all Users.

 Users can look up their Edison Access ID.

 There is a new AUP with which all users 
must review and agree.

 New for 2020 – Fewer Steps!

Always Click
Submit!
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